
    Quick Tip: Click the Forgot Password 

link to recover your password. 

Step #1: Enter 
https://sp.eota.energy.
gov into your browser 
url bar, then press         
       Enter key on your 
keyboard 
 

Step #2: Enter correct 
username and 
password; if you do not 
have a username and 
password select 
REGISTER 
 

Step #3: Click Sign In  
 
 
 
 
 
 
 
 
 
 
 
 

Step #4: Click EOTA 
Operations 

Access the EOTA SharePoint Document Drop-off to view, download, save and 
or print documents.  
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TestDOE@nnsa.doe.gov 

      Please Note: 

Click Register if you 
do not have an EOTA 
Account. 

https://sp.eota.energy.gov/
https://sp.eota.energy.gov/


 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step #5: Click on 
Document Drop-Off, 
under EOTA Libraries in 
the side menu 
 
 
 
 
Step #6: The Share 
Documents screen will 
appear, click the 
desired folder 
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Step #7: A list of all the  
files located in the 
selected folder will 
appear by: 
• Type 
• Name 
• Last date it was  

modified 
• Who it was 

modified by  
• Checked out status 
• Current version  
• Check in status 

 
 
 
 

Step #8: Click on the   
(drop down arrow) next 
to the desired file to 
view your options 
 
Step #9: Select Check 
Out so that other team 
members know the 
file’s current status 
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Step #10: Click on the 
blue title of the file that 
you just checked out 
 
 
 
 
 
 
 
 
Step #11: Click on the  
download link at the 
bottom of your screen 
to open, download, 
save, or print this file  
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      Please Note: 

Your name appears in 
the Checked Out To 
column. 

For SharePoint help:  Scott Stoudenmire 
 (505) 796-0996 ext. 109 
 sstoudenmire@itpnm.com 

For EOTA LMS assistance: Janet Lee  
   (505) 845-6617  
   na-40_2trainingacademy@nnsa.doe.gov 
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    Quick Tip: Click the Documents or 

Library for additional tools and options. 


